ESS100 MySCEmployee Employee Self Service Overview HR/PY

SWEIS

South Carolna Enterprise Informati

MySCEmployee
Employee Self Service - ESS100

Wave 2
End User Training

Welcome to ESS100 — Employee Self Service. This course will
provide state employees with the terms, concepts, knowledge
and skills associated with using most of the functions within the

MySCEmployee Employee Self Service (Employee Self Service)
website.
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Course Learning Objectives SGEIS

Upon completion of this course, learners will be able to:

* Log on and navigate within the MySCEmployee Employee
Self Service website

« Perform an employee search to find other South Carolina
state employees

« View and print pay statements, request employment
verification, maintain bank account information and maintain
tax data

* Maintain addresses, emergency contacts and other personal
data

* Understand how to access benefits and career information via
websites outside of the website

* Understand how to submit a leave request and record sick
time in the system through My Working Time

Employee Self Service enables employees to perform their own
administrative tasks in support of life and work events.

Upon completion of this course, you should be able to:

*Log on and navigate within the MySCEmployee Employee Self
Service website

*Perform an employee search to find other South Carolina state
employees

*View and print pay statements, request employment verification,
maintain bank account information and maintain tax data

*Maintain addresses, emergency contacts and other personal data

*Understand how to access benefits and career information via
websites outside of the website

*Understand how to submit a leave request and record sick time in
the system through My Working Time
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Course Map SWEIS

* Logging into MySCEmployee Employee Self Service website
+ My Employee Search Overview

* My Pay Overview

* My Personal Info Overview

« My Benefits Overview

« My Career Overview

« Submitting Leave Requests and Recording Sick Time

* Review and Summary

Approximate Course Time: 1 hour

Note: This course does not cover Employee Self Service Time Entry or Travel and
Expenses. Those topics are covered in the ESS110 and TV120 Courses

The course map includes:

* Logging into MySCEmployee Employee Self Service website
* My Employee Search Overview

* My Pay Overview

* My Personal Info Overview

* My Benefits Overview

* My Career Overview

« Submitting Leave Requests and Recording Sick Time

* Review and Summary

Note: It is important to note that this course does not cover
Employee Self Service time entry or travel and expenses. Those
topics are covered in the ESS110 and TV120 Courses.
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SEEIS

South Carolna Enterprise Information System

Logging into MySCEmployee
Employee Self Service
website

Logging into MySCEmployee Employee Self Service website
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Lesson Learning Objectives SGEIS

Upon completion of this lesson, learners will be able

to:

* Access and log into the MySCEmployee
Employee Self Service website

* Navigate to the overview page

» Access different areas within the Employee Self
Service website

Note: Always navigate within the MySCEmployee website (utilize the tabs, links, etc.).
Do not use the "Back" and "Forward" buttons on the Intemet Explorer (I.E.) toolbar,
as they can give atypical results

Lesson Learning Objectives

Upon completion of this lesson, you should be able to:
- Access and log into the MySCEmployee Employee Self Service website
- Navigate to the overview page

- Access different functional areas within the Employee Self Service website

Note: Always navigate within the MySCEmployee website
(utilize the tabs, links, etc.). Do not use the “Back” and
“Forward” buttons on the Internet Explorer (l.E.) toolbar, as they
can give atypical results.
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MySCEmployee Login Page SWEIS
1. Using your web browser (e.g. Internet Explorer) type hitps://myscemployee.sc.gov

2. Enter your User ID and Password in the areas indicated
3. Click the Log On button to be directed to the MySCEmployee splash page

Note: Always navigate within the MySCEmployee website (utilize the tabs, links, etc.). Do not
use the “Back" and “Forward" buttons on the Internet Explorer (1.E.) toolbar, as they can
give atypical results

powared by SIVEIS

Welcome South Carolina State Employees

To access the MySCEmployee website:

1. Using your web browser (e.g. Internet Explorer) type https://
myscemployee.sc.gov

2.  Enter your User ID and Password, which will be provided prior
to your agency’s go-live date, in the areas indicated.

3. Click the Log On button to be directed to the MySCEmployee
splash page
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MySCEmployee Splash Page SWEIS

1. In the upper left-hand corner of the page it should read Welcome followed by your name.

2. To access the main Employee Self Service page, click the blue Employee Self Service tab.

3. Be sure to pay attention to the News of Interest section for relevant human resources,
payroll and system information and updates,

4. Inthe upper right-hand corner of the page is the Log Off button. Underneath the Log Off
button are the Back and Forward links which allow you to move back and forth between
the different areas of the website you have visited.

Log Off , MySCEmpioyee =

Personal
Greeting |

Employee

Welcome

Interest | == 1 .

Helpful
Links

Navigate Back | =
and Forward L

Once you are correctly logged into MySCEmployee, you will see a
welcome greeting in the upper left-hand corner of the page.
Whenever you log in, we encourage you to check the news of
interest section for relevant human resources, payroll and system
information and updates. To access the main Employee Self Service

page, click the blue Employee Self Service tab, located near the top
of the page.
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MySCEmployee Employee Self Service -
Area Page (Main Overview) SWEBS

From the Employee Self Service Overview Page, you can perform many of your own human
resources and payroll related administrative activities.

1 Notice that the Employee Solf Service tab turnod green because & is now active

2. You can access any of the seven Employee Seif Service links (My Employee Search, My Pay, My Benefits, My Career
My Working Time, My Personal Info and My Travel and Expenses) either from the submenu or from the main body of the
page

3 Notice some sections of the mamn body of the page have Quick Links. Quick Links allow users 10 access some of the
commonly used Employee Seif Service features taster

From the Employee Self Service overview page, you can perform
many of your own human resources and payroll related
administrative activities.

1.

03/26/10

Notice that the Employee Self Service tab turned green
because it is now active.

You can access any of the seven Employee Self Service links
(My Employee Search, My Pay, My Benefits, My Career, My
Working Time, My Personal Info and My Travel and Expenses)
either from the submenu or from the main body of the page.

Notice some sections of the main body of the page have Quick
Links. Quick Links allow users to access some of the
commonly used Employee Self Service features faster.
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Lesson Summary SEEIS

You should now be able to:

* Access and log into the MySCEmployee
Employee Self Service website

* Navigate to the overview page

» Access different links within the MySCEmployee
Employee Self Service website

Lesson Summary

You should now be able to:

- Access and log into the MySCEmployee Employee Self Service
website

- Navigate to the overview page

- Access different functional areas within the Employee Self
Service website
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SEEIS

South Carolna Enterprise Information System

My Employee Search

My Employee Search
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Lesson Learning Objectives SCEIS

Upon completion of this lesson, you should be able
to:

» Access My Employee Search
« Conduct an employee search
» Review the search results

Lesson Learning Objectives
Upon completion of this lesson, you should be able to:

- Access My Employee Search
- Conduct an employee search

- Review the search results
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HR/PY

Service — My Employee Search

MySCEmponee Employee Self SWEIS

From the Employee Self Service overview page, click on the My Employee Search link
either from the submenu or from the main overview area to access this function.

To access My Employee Search function, from the Employee Self
Service overview page, click on the My Employee Search link
located on either the submenu bar or the main overview area. The
red circles highlight both options.

03/26/10
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MySCEmployee Employee Self Service
My Employee Search (cont.) SWEIS

From the My Employee Search overview page select Who's Who to begin searching for a
state employee. Using the Who's Who link, you can find an employee's:

» Contact information including work e-mail address and phone number

* Personnel area (Agency)
MySCEmployee - — s
+ Position —— T
» Organizational unit (Division - S——— - N
or Department) T

B
{
i
1
]
!
}
t
'
‘?:
| SUSTSSTSS

Note: No sensitive data, such as pay information, is avalable through My Employee Search

From the My Employee Search overview page select Who's Who to
begin searching for a state employee. Using the Who’s Who
function, you can find an employee’s:

» Contact information including work e-mail address and phone
number

* Personnel area
¢ Position

* Organizational unit

Note: No sensitive data, such as pay information, is available
through My Employee Search
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MySCEmployee Employee Self Service
My Employee Search (cont.) SGEIS

Employees can search for other state employees by name or organizational unit. Wild
card (*), also known as an asterisk, searches can be used in any field. To use the Who's
Who link, enter a last name, first name, or organizational unit (also known as their
department or division) in the appropriate field. It is important to note that the less
information you provide (e.g. only providing a letter, such as J*) the longer the search will
take because the system will generate results for every state employee whose last name
starts with the letter J, for instance.

'S
e Search for an employee with the last
' )
| R name Jones
-
PRamme oot e o .
. —t
ST e Use an asterisk (*) in the first name
L e o fleld 1o saarch for all employees with
Fost e T ~ the last name Jones and whose first

name starts with a T.

S Lt
Tevivave  Lawcern  Wate e Peseos eve ez e o
et u AOLJTANT GANLHALS OFF ICR B O

= L — A list of employees who meet the
- hrw AL LIPS ST TS

e soarch criteria are listed. Select the

et Aras s NATS person you are looking for to see
T e LLD DLPY- 2 BENATE AOUNTING BEMVCLD D0t contact information
T o OVFAATIRNT OF ACRCATURG  COMei IONGAA Wi
- 2w KRR MCHTON CrrE e L)
e == STARE MLCHTON OFF K
e = SUARL AUNTOR PR

Employees can search for other state employees by name or
organizational unit. Wild card (*), also known as an asterisk,
searches can be used in any field. To use the Who’s Who function,
enter a last name, first name, or organizational unit in the appropriate
field. It is important to note that the less information you provide (e.g.
only providing a letter, such as J*) the longer the search will take
because the system will generate results for every state employee
whose last name starts with the letter J, for instance.
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‘MySCEmployee Employee Self Service—,
My Employee Search (cont.) SEIS

Cmployee peofile for Tests Jones
* From our example, we are e
. . Ll on
displaying contact
. . Area Code + T one
information for an employee e
named Test6 Jones. o [TESTE@SC GOV
* The employee profile R
displays basic organizational Operzstonsiunk  EXECUTMVE OFFICE
information and state Miscetmnsous
contact information. Lost e Jons
First raeme Toats
MoGe name
Perscnnel area STATE AVDITOR OFFICE
Back 10 Result Unt

From our example, we are displaying contact information for an
employee named Test6 Jones. Notice that the employee profile

displays basic organizational information and state contact
information.
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Lesson Summary

SWEIS

The topics covered in this module were:

» Accessing the My Employee Search
« Conducting an employee search
+ Reviewing the search results

Lesson Summary

You should now be able to:
- Access My Employee Search
- Conduct an employee search

- Review the search results
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SEEIS

South Carolna Enterprise Information System

My Pay

My Pay
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Lesson Learning Objectives SGEIS

Upon completion of this lesson, you should be able to:
« View and print pay statements
« Understand how to request employment verification
« Maintain bank account information
* Maintain tax data
« Enter a recurring or a one-time voluntary deduction
« Set up a Savings Bond account

Lesson Learning Objectives

Upon completion of this lesson, you should be able to:

. View and print pay statements

. Understand how to request employment verification
. Maintain bank account information

. Maintain tax data

. Enter a recurring or a one-time voluntary deduction
. Set up a Savings Bond account
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MySCEmployee Employee
Self Service — My Pay SEEIS

From the Employee Self Service overview page, click on the My Pay link either from the
submenu or from the main overview area to access this function.

To access the My Pay function, from the Employee Self Service
overview page, click on the My Pay link located on either the
submenu bar or the main overview area. The red circles highlight
both options.

03/26/10 © State of South Carolina Page 19



ESS100 MySCEmployee Employee Self Service Overview HR/PY

MySCEmployee Employee Self Service
— My Pay Overview Screen SWEIS

From the My Pay overview page, you will be able to view and print pay statements, create
an employment and salary information request, maintain bank account information for
direct deposit, maintain federal and state tax withholdings, enter a voluntary recurring
deduction or a one-time voluntary deduction.

Pay
| Statement

Employment
| Verification

Bank
{ Information

W4 Tax
| Withholding

[ Wlﬁnury | s
Recurring
| Deduction

[ One-Time
Voluntary
{ Deduction

~n
S

From the My Pay overview page, you will be able to view and print
pay statements, create an employment and salary information
request, maintain bank account information for direct deposit,
maintain federal and state tax withholdings, enter a voluntary
recurring deduction or a one-time voluntary deduction.
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HR/PY

'MySCEmployee Employee Self Service
— My Pay (Pay Statement) SWEIS

To generate a pay statement, click on the Pay Statements link from the My Pay overview screen. The
pay statement Is generated in pdf format and can be printed or saved

| rererecs waary servme

Print Pay o
Statement T rovous fatey Stammant | b ]

- \\ — P
Save Pay L B QR P2 /4 00 |0 - 0 23
Statement o

FTATE T a0 e

—— Office Of sdtate Treasurer

To generate a pay statement, click on the Pay Statements link from

the My Pay overview screen. The pay statement is generated in pdf

format and can be printed or saved.
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V MySCEmployee Employee Self Service
— My Pay (Employment Verification) SWEIS

To generate an employment verification request, click on the Employment Verification link
from the My Pay overview screen, fill in the required fields, click the Next Step button and
save your request.

Emgiloyment Vericaton
[
18} o
Seipcnion
Please swiect the type of form.
o Verdcaton of poaton and slert dete

Verfcestion of poston, start dete and Current yeer's cernrgs
VErfCatns 0F DIATOA, MAM GMNE 543 CUTEN! ARE DAEVIOUS D YBAS' SAMNA

Communicancn Type
& SendbyFax Send by N

Ploase enier the recipient's address

e

House umpe- ! Sheet

ol Next Step B Cancw

To generate an employment verification request when trying to obtain
a loan, click on the Employment Verification link from the My Pay
overview screen, fill in the required fields, click the Next Step button
and save your request.
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MySCEmployee Employee Self Service—s((EB

To access the Bank Information, click on the Bank Information link from the My Pay
overview screen. South Carolina State Employees can have up to two direct deposit
accounts, a Main Bank account and a Supplemental Account. To add /edit or change the
account information, click the Edit button for the appropriate account type (Main or Other).

To access the Bank Information, click on the Bank Information link
from the My Pay overview screen. South Carolina State Employees
can have up to two direct deposit accounts, a Main Bank account
and a Supplemental Account. To add /edit or change the account

information, click the Edit button for the appropriate account type
(Main or Other).
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MySCEmployee Employee Self Service-,
My Pay (Edit Bank Information) SWEIS

+ To enter, edit or change bank
account information, enter the
routing number, bank account
number and the account type in

changes.

the appropriate fields.
Routing
Number

Bank
Account |
Account
+ Once this hee | —

information is

entered, click the

Review button on

the bottom of the

page to verify your |

| Bers vtsrmann

{2} =

Deavew Ed

Rerew ard Seve

T Cheeh Member

(€ Frrveen g (Toevem 0 (£t

24

To enter, edit or change bank account information, enter the routing
number, bank account number and the account type in the
appropriate fields. Once this information is entered, click the Review
button on the bottom of the page to verify your changes.

© State of South Carolina
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‘MySCEmployee Employee Self Service-,
My Pay (W-4 Tax Withholding) SWEIS

To access W-4 information, click the W-4 Tax Withholding link from the My Pay overview
screen. Your current state and federal tax withholdings will be displayed. If you want to edit
your tax withholdings, select the appropriate Edit button to adjust your withholding status.

I Vs
—— } 2
Overview
Federal
Fiing Status Q]
No_atCxamptors ot
l £t
South Carolina
Fiing Stalus 2
No 4 Exematons o1
( Eoe
o) 2

To access W-4 information, click the W-4 Tax Withholding link from
the My Pay overview screen. Your current state and federal tax
withholdings will be displayed. If you want to edit your tax
withholdings, select the appropriate Edit button to adjust your
withholding status.
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Input your tax information in the appropriate fields and click the

HR/PY

MySCEmployee Employee Self Service

My Pay (W-4 Tax Withholding)

Input your tax information in the appropriate fields, put a check in the
Declaration box and click the Review button. Note: If the declaration box is not

checked, the transaction will not be processed.

I v
—il—a o
Ovevew ot Aevew a0s Save
Tax Autherky ree
eyt [Crge =l
Ne of Exeeuions [e1
Agsacanl Weroking. | 19,08 vs0
Tax Canwpt rdicator [Nt Exempt -
l«"o«umon '
\. [T Dacisracor
UNBET TEnaltie s of perury, | cernty that | am a10 the
erempt sistus
& Preoous S _Fevew ![ tat|

Review button.
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WMAVySCEmponee Employee Self Service
— My Pay (Voluntary Deductions) SWEIS

To set up a voluntary recurring or voluntary one-time deduction, click the appropriate
Voluntary Recurring Deduction or Voluntary One-Time Deduction link from the My
Pay overview screen. When prompted click the New button.

To set up a voluntary recurring or voluntary one-time deduction, click
the appropriate Voluntary Recurring Deduction or Voluntary One-
Time Deduction link from the My Pay overview screen. You will be
prompted to enter the appropriate information to set up either a
recurring or one-time deduction.
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MySCEmployee Employee Self Service

— My Pay (Voluntary Deductions)

e Start Date for the ’

HR/PY

SEEIS

Vontary Dedvctions (Rece 1ing)

l Volntary Dedoctions (Recsr ring)

1$—1

eascten Tyne

o

[P —

Enter the Start Date for the Deduction

The new Voluntary Deduction

Note: When creating a new deduction, the system will use a default
start date based on the pay period. The first deduction will appear in
the paycheck associated with that time period. For example, if a
deduction is created on June 13, the system will use the start date of
June 2. The pay period of June 2-16 will be paid on July 1.

Select the appropriate Deduction Type and enter the amount, then
click the Save button.

The new Voluntary Deduction will display on the Recurring Voluntary
Deduction Table.

03/26/10
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MySCEmployee Employee Self Service -
My Pay (Savings Bond Enroliment) m

To enroll in the Savings Bond Purchase Program, click the Savings Bond link from the
My Pay overview screen.

To enroll in the Savings Bond Purchase Program, click the Savings
Bond link from the My Pay overview screen.

03/26/10 © State of South Carolina
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Next click the New button. Then complete the new Savings Bond

MySCEmployee Employee Self Service - SGEIS

My Pay (Savings Bond Enroliment)

Next click the New button. Then complete the new Savings Bond
Purchase Page.

Note: When enrolling, the system
will use a default start date based
on the pay period. The first
deduction will appear in the
paycheck associated with that
time period. For example, if a

— oo deduction is created on June 13,
Az e b the system will use the start date
S = . ' of June 2. The pay period of

e e e June 2-16 will be paid on July 1.

Purchase Page.

HR/PY

Note: When enrolling, the system will use a default start date based

on the pay period. The first deduction will appear in the paycheck

associated with that time period. For example, if a deduction is
created on June 13, the system will use the start date of June 2. The
pay period of June 2-16 will be paid on July 1.

03/26/10
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MySCEmployee Employee Self Service -
My Pay (Savings Bond Program Enrollmenﬁ((tB

Savings Bond

Purchase Information Savings Boed Purchase
‘ [r.)',‘f‘t 71;‘\:;‘-"5(.1!1 N o @ Pay Pericd Start Date: * 19022000 I»
3 Select the Type of Bond to @ o d
rchased from the pop @ 8onc Desomnsticn Amoust. * J
Z;L S‘-Z"w::fw,‘tTlh!:i.z,;v::;z.’m\. - @ B0ad Dedecton Amourt® 000

Select the Bond
Denomination from the pop-
up window

ting a new deduction, the systen
art date based on the
will appear in the p
that time penod. For

5 Enter the Deduction
Amount. This amount will be

geducted each pay penod 10

purchase Savings Bonds created on June 13, the system will use

the start date of June 2. The pay period of June 2-16
will be paid on July 1

Savings Bond Purchase Information
1. Enter the Start Date for the Deduction

- Note: When creating a new deduction, the system will use a
default start date based on the pay period. The first deduction
will appear in the paycheck associated with that time period.
For example, if a deduction is created on June 13, the system
will use the start date of June 2. The pay period of June 2-16
will be paid on July 1.

3. Select the type of Bond to be purchased from the pop-up
window. The options are EE Series or | Bonds.

4. Select the Bond Denomination from the pop-up window

5. Enter the Deduction Amount. This amount will be deducted
each pay period to purchase Savings Bonds.
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MySCEmployee Employee Self Service —
My Pay (Savings Bond Program Enrollment__) SWEIS

Purchaser and Beneficiary/
Co-Owner Information

Savings Bood Denominaton 1 CL'”‘U ote the Purchaser
e Arderse Information. Most of the
SSNTas 0. * e 0t nformation will default
Y 213 Hacpy L from the Employee's
0 Lrte 1) Profile. Verify the
Information
ey L N 3
Berefiny Co O 5 > ) .
BT > P atirs 2 If Applicable, enter the
Nare '
Beneficiary/ Co-
T e L

Owner's Information
These fields are not
required

3 Click the Save button

Note: An astenisk (*) denotes a

required field

Purchaser and Beneficiary/Co-Owner Information

1. Complete the Purchaser Information. Most of the information
will default from the Employee’s Profile. Verify the
Information.

2. If Applicable, enter the Beneficiary/ Co-Owner’s Information.

These fields are not required.

3. Click the Save Button.

Note: An asterisk (*) denotes a required field
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Lesson Summary SEEIS

You should now be able to:
+ View and print pay statements

« Understand how to request employment
verification

« Maintain bank account information
* Maintain tax data

« Enter a recurring or a one-time voluntary
deduction

« Set up a Savings Bond account

33

Lesson Summary
You should now be able to:
- View and print pay statements
- Understand how to request employment verification
- Maintain bank account information
- Maintain tax data
- Enter a recurring or a one-time voluntary deduction

- Set up a Savings Bond account
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SEEIS

South Carolna Enterprise Information System

My Benefits

My Benefits
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Lesson Learning Objectives SGEIS

Upon completion of this lesson, you should be able
to:
* Understand how to access employee benefits

35

Lesson Learning Objectives
Upon completion of this lesson, you should be able to:

- Understand how to access employee benefits
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MySCEmployee Employee Self Service
My Benefits SEEIS

From the Employee Self Service overview page, click on the My Benefits link either from
the submenu or from the main overview area, to access this function.

To access My Benefits information, from the Employee Self Service
overview page, click on the My Benefits link located on either the

submenu bar or the main overview area. The red circles highlight
both options.
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Employee Insurance] ™\
Program

| S S _sncotdi

e

| ORI TEDOU A R -
MoneyPlu$ RS

Retirement Systems |

el .
SC Deferred D
Compensation

MySCEmployee Employee Self Service
My Benefits (cont.) SWEIS

From the My Benefits page, you will be able to access a variety of state agency websites,
like the Employee Insurance Program and the South Carolina Retirement System, that
offer benefits-related services.

ﬂs&e.mloyee

MyBenefits
EIP

FBMC

.
MoneyPlu$ o

NBSC
South Carolina

From the My Benefits page, you will be able to access a variety of
state agency websites, like the Employee Insurance Program and
the South Carolina Retirement System, that offer benefits-related

services.

03/26/10
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From the My Benefits page, you can visit various other state-benefits

MyéCEmployee Employee Self SWEIS

clicking the appropriate link, to include:
» Employee Insurance Program (EIP)
* MyBenefits EIP
» MoneyPIlu$ - FBMC
* MoneyPlu$ - NBSC
» South Carolina Retirement Systems
» SC Deferred Compensation

Service — My Benefits (cont.)

From the My Benefits page, you can visit various other state-benefits related websites by

B?CB (r:;\‘;::;\\n\:‘ INSURANCE 1

.——

4

-3

related websites by clicking the appropriate link, to include:

03/26/10

Employee Insurance Program (EIP)

MyBenefits EIP
MoneyPIu$ - FBMC
MoneyPIlu$ - NBSC

South Carolina Retirement Systems

South Carolina Compensation

© State of South Carolina
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Lesson Summary SGEIS

You should now be able to:
« Understand how to access employee benefits

»

Lesson Summary
You should now be able to:

* Understand how to access employee benefits
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SEEIS

South Carolna Enterprise Information System

My Career

My Career
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Upon completion of this lesson, you should be able
to:
» Understand how to access career information

a“

Lesson Learning Objectives
Upon completion of this lesson, you should be able to:

- Understand how to access career information2
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MySCEmployee Employee Self Service
— My Career m

From the Employee Self Service overview page, click on the My Career link either from the
submenu or from the main overview area, to access this function.

To access My Career information, from the Employee Self Service
overview page, click on the My Career link located on either the

submenu bar or the main overview area. The red circles highlight
both options.
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MySCEmployee Employee Self SGEIS
Service — My Career (cont.) e

From the My Career page, you will be able to access the state jobs website, as well as
OHR's training and development website.

State Jobs

e
- P 01 01 P 000 o g 9 B w Lowem

Training and
Development

From the My Career page, you will be able to access the state jobs
website, as well as the Office of Human Resources’ training and
development website.

03/26/10 © State of South Carolina Page 43



ESS100 MySCEmployee Employee Self Service Overview HR/PY

MySCEmployee Employee Self
Service — My Career (cont.) SWEIS

From the My Career overview page, you can visit the South Carolina E-Recruitment
website by clicking the State Jobs link.

South Carolina - mesun
E-Recruitment System B - =

© i s
‘‘‘‘‘ -
———

From the My Career overview page, you can visit the South Carolina
E-Recruitment website by clicking the State Jobs link.
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MySCEmployee Employee Self SGEIS
Service — My Career (cont.) s

From the My Career overview page, you can visit the Office of Human Resources’ training
and development website by clicking the Training and Development link.
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From the My Career overview page, you can visit the Office of
Human Resources’ training and development website by clicking the
Training and Development link.
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Lesson Summary
You should now be able to:

- Understand how to access career information
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SEEIS

South Carolna Enterprise Information System

Submitting Leave Requests and
Recording Sick Time

Submitting Leave Requests and Recording Sick Time
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Lesson Learning Objectives SGEIS

Upon completion of this lesson, you should be able

to:

* Submit a leave request and record sick time in the
system through My Working Time

ar

Lesson Learning Objectives
Upon completion of this lesson, you should be able to:

- Submit a leave request and record sick time in the system
through My Working Time
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MySCEmployee Employee Self

Service — My Working Time SWEIS

From the Employee Self Service overview page, click on the My Working Time link either

from the submenu or from the main overview area, to access this function.

WySgEmiores

From the Employee Self Service overview page, click on the My
Working Time link either from the submenu or from the main
overview area, to access this function.
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MySCEmployee Employee Self
Service — My Working Time SWEIS

From the My Working Time page, you will be able to access the Leave Request link to
request leave and record time used for sick leave.

Leave
Request

From the My Working Time page, you will be able to access the
Leave Request function to request leave and record time used for
sick leave.
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MySCEmployee Employee Self Servic
- Leave Request §@EB

» Employees will use this to request I
| Lesve Resuest
leave, such as annual leave and comp

time, and to record sick time taken |
» Managers will approve the requests in Y X
o vi Lot C 4 e
Manager Self Service e pitie
» v » ’ t . 1

Similar to other transactions within the

MySCEmployee website, at the top of the ' e e el .;_;‘_‘;,_'h =

Leave Request page there is a progress ] x a“ o
chart that walks employees through each o I o -
slep of leave request process, The first Mo ane e nium -
step, Display and Edit, allows employees : : ;

to identify the type of leave to be used

dates leave will be taken; time or duration
of the request. the approver; as well as a THCEBNNR S topart Mivm, anted She Sumpived Suls andt chowes Review
place to include a note for your approver . povy

ton fields should only be |
OQuesing a partial

on wil be - v AROLL WCnaL )
AMplOyees work

schodule

» Employees will use this to request leave, such as annual leave
and comp time, and to record sick time taken

» Managers will approve the requests in Manager Self Service

» Similar to other transactions within the MySCEmployee website,
at the top of the Leave Request page there is a progress chart
that walks employees through each step of leave request
process. The first step, Display and Edit, allows employees to
identify the: type of leave to be used; dates leave will be taken;
time or duration of the request; the approver; as well as a place
to include a note for your approver.

Note: The time or duration fields should only be completed if the
employees is requesting a partial day of leave, otherwise the
duration will be calculated based on the employees work schedule.
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MySCEmployee Employee Self Servic
- Changing Approvers &EB

L B i

The Approver fieid will default to the o .
employee's direct supervisor, but this may e Tt
be changed to another manager/supervisor
with the employee’s organization unit. The
approvers should only be changed if the
employee’s direct manager is unavailable
to review and approve (or reject) the R —
request i -e S1es - siasii

To change the Approver, click the  button
1o the right of the Approver field

Next, enter the Last Name, Personnel —— [

Number or User Name of the desired
approver in the appropriate fields and then

T
click the Go button. Then dlick the button ¢ rue e ‘._‘D

to the left of the desired approver's name (

S 8- ER Y
dEsuaz

i
|
i
!
{ i
i
3
i
]
{

Once the new approver is selected, you
will be returned to the Leave Request
screen, the next step is 1o click the Review
button

The Approver field will default to the employee’s direct supervisor,
but this may be changed to another manager/supervisor with the
employee’s organization unit. The approvers should only be
changed if the employee’s direct manager is unavailable to review
and approve (or reject) the request.

To change the Approver, click the button to the right of the Approver
field.

Next, enter the Last Name, Personnel Number or User Name of the
desired approver in the appropriate fields and then click the Go
button. Then click the button to the left of the desired approver’s

name.

Once the new approver is selected, you will be returned to the Leave
Request screen, the next step is to click the Review button.
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Step 2, Review and Send, displays the information input during the
first step. If you are satisfied with the information, click the Send
button and the request will be sent to your manager for approval.

Note: In the example below the employee requested Nov. 6 off and

MySCEmployee Employee Self SeN'CQ(EB

- Leave Request

Step 2, Review and Send, displays the information input during the first step. If you are satisfied with
the information, click the Send button and the request will be sent to your manager for approval

Note: In the example below the employee requested Nov. 6 off and the system automatically pulled 9
hours from the employee’s annual leave quota based on the employee’s work schedule. This employee
normally works 9 hours on Fridays. If this employee's work schedule indicated that he/she only worked 8

hours on Fridays, then 8 hours would be automatically deducted

Leaww Toguest

e

Sk Revew and Sond

Carimat *PCAL ST bty

Yons want 10 fequest the loloming eave

Jee " Frgey Novenbe §.200%

HR/PY

the system automatically pulled 9 hours from the employee’s annual
leave quota based on the employee’s work schedule. This employee
normally works 9 hours on Fridays. If this employee’s work schedule

indicated that he/she only worked 8 hours on Fridays, then 8 hours

would be automatically deducted.
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- Leave Request

HR/PY

MySCEmployee Employee Self Servucm

C

Step 3, Completed, indicates that the leave
request has successfully been sent to the
manager for approval,

Leave Roguest

Ilmbqyg!»,f —

 > ! ? 3 |

mTl-hm;mtlimI.m T

Vit do you wwxﬂodom 1
Regusnt Anetior Abes
2002 Time Homeiecs

Arvam Sl Sac cma Norasnom

You have requesied the followang leave:
Tyse 21 Leave. AATAuN Lave

Date on Frcay, Nevemter & 2009
Duration 9 Mours

Uso2 Annuy Leave % 00 Mours

Appeover CARAOLL. MICHAEL

Step 3, Completed, indicates that the leave request has successfully
been sent to the manager for approval.

03/26/10
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- Leave Request

ESS100 MySCEmployee Employee Self Service Overview

HR/PY

MySCEmponee Employee Self Servicm

@

Note: The calendar, which appears on the
main leave request page, displays leave

and those that have been submitted for
approval in pink

More detailed information regarding the
leave request process is included in the
Employee Self Service - Time Entry
Course.

requests that have been approved in blue,

Decester 2000

e

e N ]

TO reguest o report Mave. erter e TeEared dat and chooas Revew

g CARRDLL. CHATL |

-

G B [ Goew

Note: The calendar, which appears on the main leave request page,
displays leave requests that have been approved in blue, and those
that have been submitted for approval in pink.

More detailed information regarding the leave request process is
included in the Employee Self Service — Time Entry Course.
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MySCEmployee Employee Self Servi
- Leave Request Status

HR/PY

‘SeES

L owce Bepn ot
After submitting a leave request, the statlus " | teoe secen
may be viewed by clicking the Show
Overview of Leave knk 1 33}
B e Bl e we
» v » LE ua :
—
Next, a table listing all recent leave > Camcdec Pt TewAccousts W =
requests is displayed. The table will o [ionaces WY [Daser)
display the type of leave, the dates, the e [ % AT o
number of hours used and the status of the A Losve 1% " | Sent | B850 Mours
request, The status are A AsrestLosve | 1UOE000 | 1UWZ00D | Repected
« Sent (approval is still pending) A Acrssl Losve | 10007000 10002000 Approved 3 rours
* Rejected AAccus Lesve | 10202000 102072009 | Sent 3 rours
+  Approved AAsecs Lesve | 10272008 V0772009 |\ Sent % %0 Hours
L1 TRow| letri~]~]=] -
After reviewing the approval status, click

the Hide Overview of Leave knk to retum
to the Calendar View,

After submitting a leave request, the status may be viewed by
clicking the Show Overview of Leave link. Next, a table listing all

recent leave requests is displayed. The table will display the type of
leave, the dates, the number of hours used and the status of the
request. The status are:

» Sent (approval is still pending)
* Rejected
* Approved

After reviewing the approval status, click the Hide Overview of Leave
link to return to the Calendar View.
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MySCEmployee Employee Self
Service - Deleting a Leave Request SEEIS

If after submitting a leave request for Loare Becpe st

approval or after a request has been " | Leowe et
approved, an employee should delete the

request i he/she decdes the leave request 1 2
Is no longer needed >y piry e £ a0

To delete a leave request after it has been
submitted for review or been approved
click the Show Overview of Leave link b ’ v

Next, a table listing of all recent leave '..'_ o W VAW S
requests will display. Click the button to the b oom  IWAGEN VRN Aepied

left of the leave request you want to delete S bousn | 1396080
Adune lsew ININIEN  MIBOWN S 1

e ——

The Leave Request details will display g aou
below the table, click the Delete button :
Next click the Review button. To confirm
the request should be removed, dick the
Delete button again, Once the request "
has been deleted, a confirmation message ~ e
will display

If after submitting a leave request for approval or after a request has
been approved, an employee should delete the request if he/she
decides the leave request is no longer needed.

To delete a leave request after it has been submitted for review or
been approved, click the Show Overview of Leave link.

Next, a table listing of all recent leave requests will display. Click the
button to the left of the leave request you want to delete.

The Leave Request details will display below the table, click the
Delete button. Next click the Review button. To confirm the request
should be removed, click the Delete button again. Once the request
has been deleted, a confirmation message will display
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Lesson Summary SGEIS

« This lesson covered submitting a leave request
and recording sick time within the My Working
Time section of MySCEmployee.

Lesson Summary
You should now be able to:

- Understand how to access career information
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SEEIS

South Carolna Enterprise Information System

COURSE SUMMARY

B#CB

COURSE SUMMARY
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Course Summary SWEIS

You should now be able to:

Log on and navigate within the MySCEmployee Employee Self
Service website

Perform a My Employee Search to find other South Carolina
state employees

Use My Pay to view and print pay statements, request
employment verification, maintain bank account information and
maintain tax data

Use My Personal Info to maintain addresses, emergency
contacts and other personal data

Understand that My Benefits and My Career provide links to

information outside of the MySCEmployee Employee Self
Service website.

Understand how to submit a leave request and record sick time
in the system through My Working Time

You should now be able to:

03/26/10

- Log on and navigate within the MySCEmployee Employee Self
Service portal

- Perform a My Employee Search to find other South Carolina
state employees

- Use My Pay to view and print pay statements, request
employment verification, maintain bank account information and
maintain tax data

- Use My Personal Info to maintain addresses, emergency
contacts and other personal data

- Understand that MyBenefits and My Career provide links to
information outside of the portal

- Understand how to submit a leave request and record sick time
in the system through My Working Time

HR/PY
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Evaluation SGEIS

Please complete the course evaluation
by clicking the “Launch Course
Evaluation” link below.

Your input will help to shape future
enhancements to the
SCEIS End User Training Program

L)

Please complete the course evaluation by clicking the “Launch Course Evaluation”
link below.

Your input will help to shape future enhancements to the SCEIS End User Training
Program.

To access the course evaluation go to:
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